Summary
In each of the examples above, students actively participate in the learning process, take ownership for the information, and collaborate to understand and become knowledgeable about the content. The varied use of team activities as state changes during a class session helps students stay focused and involved. This result is well worth the instructional effort needed to prepare and manage an active class. presentation graphics in their courses; guidelines in the form of minilectures or handouts often have to suffice. While some students heed the advice given, more often than not the guidelines don't stick, and presentations feature slides that are too text heavy, difficult to read, or otherwise less than effective.
To involve the students actively and engage them more deeply in the learning process, we designed an online tutorial that covers both the effective design and delivery of PowerPoint slides or similar presentation graphics (Gareis & Belland, 2006) . The tutorial consists of units that highlight specific design or delivery guidelines. The units can be completed in sequence or independent of each other.
The tutorial works by juxtaposing slides (for design comparison) and video clips (for delivery comparison) and asking users to select the slide or video clip they deem most effective. Once users have made their selection, the tutorial follows up with feedback for the specific issue at hand.
For example, within the section on slide design, users first encounter a slide pair on the theme of simplicity ("keep it simple"). One slide features distracting animations, excessive use of color and font variety, and a background template unrelated to the presentation topic. The contrast slide has a clean and simple look. When users click on their slide of choice, they receive feedback on whether the choice was correct and on how to keep slide design simple.
In addition to simplicity, the design section of the tutorial features the following topics: The 6×6 rule (i.e., using a maximum of 6 words per line and 6 lines per slide), making slides easy to read (e.g., using large font size and high contrast), focusing on visuals rather than text (e.g., maps, photos, diagrams, and graphs), avoiding errors, and inserting blank slides (e.g., when talk is not accompanied by a visual).
To engage students actively in questions concerning the effective delivery of presentation graphics, the tutorial offers "good" and "bad" choices of video clips, each 1 to 2 minutes long. The first video clip pair, for example, focuses on the issue of practicing with audiovisual (AV) aids. The "bad" clip shows a presenter who attempts to present without having rehearsed with the technology at hand. We watch him choosing poor lighting, fumbling with the computer (saying things like "it worked fine on my machine at home"), and encountering a number of technical problems. The contrast video clip shows the same presenter practicing with the AV aids well before the presentation, making sure everything functions properly, and deciding on optimal settings.
In addition to the video pairs on practicing with AV aids, the tutorial contains videos on how to speak with technique (including keeping eye contact, speaking extemporaneously, and using gestures), remaining in control (especially on not using the screen as teleprompter), making content clear, navigating smoothly between slides, and answering questions with skill (e.g., repeating questions before answering them, rewinding to specific slides when needed, and creating extra slides in preparation for possible questions).
The tutorial also provides advice on how to create an outline, delineates pros and cons of using PowerPoint, and lists further resources, including satirical and critical commentary on the medium, such as the Gettysburg Address as a PowerPoint presentation (Norvig, n.d.) , the comedian Don McMillan's take on ineffective slide design and delivery (McMillan, 2006) , and the artist David Byrne's creative experimentation with the medium (Byrne, 2003) .
The slides and video clips of the tutorial are based on the presentation theme of the Universal Declaration of Human Rights (United Nations Commission of Human Rights, 1948), a topic that is applicable to many fields of study, including international business communication and the global marketplace. A self-grading quiz on the Universal Declaration of Human Rights is included in the tutorial as well.
The tutorial can be used individually outside of class or in class as a springboard for discussion. It can be completed individually in about 45 minutes; if it is used in class, at least an hour and 15 minutes should be set aside to allow for meaningful discussion of each element. Whether completed as an out-of-class assignment or together in class, instructors may follow up the activity with a worksheet or quiz on the most essential elements of effective slide design and delivery, for example, asking students to discuss the benefits of the 6×6 rule or how to find quality visuals for their upcoming presentations.
Feedback from instructors has been very positive. Here are some examples:
• My students have used it and have been enthusiastic.
• The tutorial makes you feel positive about the experience when you're done, and that's a real achievement for a support tool such as this one. The examples are clear and good.
• I cringe when I see some of the presentations the students must endure in the lecture halls and online. . . . I appreciate your creative approach to the topic. The key points are right on target.
• I particularly like the fact that you dare to make "bad" examples. . . . I think it is those bad choices that students learn most from.
• [My students] have already used it in the Master's program with great success and they are now talking about doing their own version where they would film the students doing good and bad examples of presentations to really consolidate what they've been learning. . . . So, thank you again!
The tutorial is available at http://www.baruch.cuny.edu/ tutorials/ powerpoint and is free. 
REAL-TIME COMPUTER-MEDIATED COMMUNICATION: EMAIL AND INSTANT MESSAGING SIMULATION

Amy Newman
Cornell University AS COMPUTER-MEDIATED COMMUNICATION becomes increasingly prevalent in the workplace, students need to apply effective writing principles to today's technologies. Email, in particular, requires interns and new hires to manage incoming messages, use an appropriate tone, and craft clear, concise messages. In addition, with instant messaging (IM) making its way into corporate communication (Osterman, 2006) , students are further challenged to transition from IM with friends to IM with professional colleagues.
Our business communication courses are an ideal place for students to learn and practice new ways to write for these technologies. While instructors can teach basic principles by having students compose and analyze emails, these methods lack the organizational context and real-world pressures of handling volume correspondence at work.
A technology-based simulation allows students to test their writing skills within a realistic, real-time environment, within which they make decisions about whether and how to respond to messages based on organizational culture, the sender's position relative to their own, and the urgency and relevance of a message.
Simulation Overview
For undergraduates, I developed a simulation set at Writeaway Hotels, a fictitious organization. The simulation is facilitated in a computer lab, with students sitting at individual monitors. During the 30-minute session, students prioritize, respond to, and evaluate distribution.
